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PLEASE TAKE NOTICE

The responsible party requesting use of the Facilities must certify he/she has read these policies and will comply with them.  The Lessee must provide responsible adult supervision for their activities.  Adult chaperon must maintain orderly behavior and see that the group, including children, abides by all rules of NCC.  

______________________
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	INTRODUCTION


The purpose of this Policy is to establish guidelines for obtaining permission, and the responsibilities of those who use New Community Church (hereinafter referred to as the “church”) facilities and property.

Our facilities are being used more and more, which means there is a greater need for us to be aware of our responsibility to leave the spaces and materials in good order so that other members may have the privilege of coming into a clean facility.  If a man is lazy, the rafters sag; if his hands are idle, the house leaks. (Ecclesiastes 10:18) The rafters may not be sagging and our house may not leak, but our church building is not always left in the condition it should be.  This facility is a gift from God, and we must honor God by taking proper care of it.  Out of our thankfulness to God and our respect for one another, let us all be extremely careful to follow the guidelines set out below.

In consideration of the above thoughts please be advised that the leadership of New Community Church always retains the right to decline the use of the church building to any groups in which it feels the use is inconsistent with policies of the church and the community in general. The Facilities Team also reserves the right to modify the fees in consideration with the Executive Committee.

	NEW COMMUNITY CHURCH MEMBERS


The privilege of using the church building, furniture, dishes, utensils and other property belonging to the church is granted to members of New Community Church and in special cases their non-attending children.

A church member may sponsor the use of church facilities and property for assemblies that are not church sponsored events (e.g., piano recitals, educational sessions, scout meetings, etc.).  For any assembly that is not church sponsored, a sponsoring church member will be:

1.
In order to secure a reservation, a person MUST be (18) years of age.  Representative leasing on behalf of a business or organization MUST show authorization to do so.

2.
Required to complete the Request for Facilities Use form (attached) and submit to an appointed Committee on Facilities member for approval.

3.
Requested to pay a user fee per the guidelines below to defray the additional expenses of heating, cooling and lighting the building.  User fee guidelines:

a)
Use of the hall all except office suite for a full day $500.00; for a half day $250.00

b)
Use of the conference room or classrooms A, B, or C,  $100.00 per day or any lesser time period.

c)
There will be a $500.00 deposit for any damage to the premises determined to be caused by the contracting party.  Please note that only 50% of the deposit will be refunded for non-use or cancellation of the facility. Please note additionally, there will be $100.00 per hour fee withheld from the deposit for every hour the event runs over the allotted time. (Prorated at 30 minute intervals)

d)
There will be additional fees for anytime needed for entry onto the premises prior to the scheduled event at the rate of $25.00 per hour.

4.
An assigned third party member will be on site at the beginning and end of the event to ensure there are no issues relating to the activity.


The sponsoring member of the church must be on the church premises before and after the assembly to assure compliance with the guidelines herein.

	NEIGHBORHOOD HOMEOWNERS ASSOCIATIONS


As an outreach to the neighborhoods adjacent to the church property, the homeowners associations will be permitted to use the church facilities for their homeowners meetings.  A member of the church must be on the church premises before and after neighborhood homeowners association assemblies to assure compliance with the guidelines herein.

	GUEST CHURCHES


In the event New Community Church desires to allow the congregation of another Christian Church, hereinafter referred to as Guest Church, to use our facilities and property on a recurring and extended basis, the following shall be followed.

1.
The Senior Pastor or the Spiritual Leadership Commission will interview the pastor of the Guest Church and determine that the church’s theology, goals and methodology are at least compatible with that of New Community Church and that there is a genuine need for a place for this congregation to worship.

2. An agreement, similar to a standard lease agreement, which defines the 

space(s) to be used, the specific day(s) and hours of use, the expected number of months use will be needed and the rights and responsibilities of both parties will be drawn up.

3. After the agreement is signed, the Facilities Team will meet with the Pastor of the Guest Church to accomplish the following:

a)
Familiarize him with the New Community Church building and


facilities.

b) Inform Guest Church Pastor of spaces the congregation will not 


have access to.

c) Show Guest Church Pastor the location of fire extinguishers and 


fire alarm actuators.

d) Demonstrate the security system and furnish written instructions on 


the entry and departure process.

e)
Furnish a list of contacts and telephone numbers in the event of an 

emergency or breakdown involving facilities or equipment.

4.
New Community Church Facilities Team will be responsible to ensure that the common areas, normally the sanctuary and restrooms, to be used by the Guest Church are reasonably clean, neat and free of debris before their arrival.  Likewise the Guest Church will be responsible to ensure that the common areas normally the sanctuary and restrooms, are reasonably clean, neat and free of debris before their departure.

5.
The New Community Church Pastor and members of the SLC will occasionally attend the worship services of the Guest Church to ensure the expected standards of worship and conduct are being met.

6.
In the event that the Guest Church is not abiding by the rules of the signed Agreement, the SLC will be required to confront the Guest Church and enforce the rules of the Agreement.

Guest Church will be asked to pay a user fee (also referred to as rent in the Agreement) per the terms of a signed Agreement between New Community Church and Guest Church to defray the additional expense of heating, cooling and lighting the building.
User fee guidelines For Guest Churches and non-profits:

a)
Use of the general meeting hall for a full day $500.00, for a half day $250.00

b)
Use of the conference room or classrooms A, B or C, $100.00 per day or any lesser time period.

c)
There will be a $500.00 deposit for any damage to the premises determined to be caused by the contracting client.  Please note that only 50% of the deposit will be refunded for non-use of the facility. Please note additionally, there will be $100.00 per hour fee withheld from the deposit for every hour the event runs over the allotted time.

e) There will be additional fees for anytime needed for entry onto the premises prior to the scheduled event at the rate of $25.00 per hour.

The privilege of using the Church Building, furniture, dishes, utensils, and other property belonging to the church is granted to non-members of the surrounding community under the following use rates:

a)
Use of the general meeting hall for a full day $1,000.00, for a half day $500.00, evening use is considered a half day of use.

b)
Use of the conference rooms or classrooms A, B, or C, $100.00 per day or any lesser time period.

c)
There will be a $500.00 deposit for any damage to the premises determined to be caused by the using party.  Please note that none of the deposit will be refunded for non-use of the facility. Please note additionally, there will be $100.00 per hour fee withheld from the deposit for every hour the event runs over the allotted time.

d)
There will be additional fees for anytime needed for entry onto the premises prior to the scheduled event at the rate of $25.00 per hour.

	RULES FOR CHURCH MEMBERS


Request for using the property or facilities for any activity or event must be submitted in writing 2 weeks prior and approved by the Facilities Team prior to scheduling.  Request forms are available in the church office or you may request a form from the Director of Facilities.  Once initial approval is granted, routine, recurring meetings have blanket approval, subject to being bumped in favor of changes and additions to the church schedule.

Approval for use of the facilities will consider the following, among other aspects of the proposed activity/event:

a)
Is this activity consistent with the mission of the church?

b)
Will this activity conflict with any other activity already under consideration or scheduled?

c)
Are the church’s facilities adequate for this activity i.e. tables, chairs, kitchen, restrooms, etc?

d)
Does this activity have the potential for compromising the safety or well-being of any individual or the integrity of the church facility?

Listed below are basic criteria that must be met for all scheduled events, including those on a recurring schedule such as Men’s Meetings, Women’s Meeting, Youth Meetings, or Small Group Meetings, or approved outside Meetings of non-affiliated church groups.

a)
An individual must be designated in charge and take responsibility for the actions of the group and for maintaining the church facilities and property in good order.

b)
The person in charge shall ensure that food, drinks, equipment, and other supplies needed for the activity are not brought to the church too much in advance of the event, so as to create cluttering problems for others to work around.

c)
The person in charge shall ensure appropriate numbers of people are assigned for restoration and clean-up consisting of restoring all spaces, furniture, and equipment used by the group to their normal places, all food, equipment, and other materials brought in are removed from the church by the group.  Clean- up consists of cleaning counter and table tops as needed; sweeping, mopping, vacuuming, and cleaning the floors as needed; appropriate cleaning of the kitchen appliances if used; washing, drying, and putting away dishes, utensils, flat wear, etc.; gathering and discarding in outside trash bins all trash and debris generated by the group; and placing fresh trash can liners in the inside trash receptacles.

d)
Assuming the group is the last to leave the premises, the person in charge shall ensure the thermostats are appropriately set for the season, that no water is left running, that all exterior doors and windows are shut and locked against outside entry, that all unneeded lights are turned off, that the security system is activated, and the front door is locked.

Compliance with the above criteria and ensuring that church property is not abused beyond normal wear and tear, are essential to maintaining the privilege of using the church facilities for meetings, fellowship, luncheons, and other activities.  Should the Facilities Team find that the building has not been cleaned up to allow use of the building, and has to hire someone to accomplish this; the member who is responsible for the meeting and clean-up will be billed for the actual cost of the clean-up and the person will lose the privilege of hosting meetings in the church.

1.
The Lessees or their agents or employees shall at all times strictly comply with and abide by all laws and ordinances (including Federal, State, County and Municipal) applying to or affecting the use and occupancy of the NCC.

2.
Occupancy capacity of NCC shall not be exceeded. It is the responsibility of the Lessee to ensure that the capacities as posted in each room are not exceeded.  The Lessee is legally responsible for any violations of the stated capacities. 

3.
Arrangements for pre-event setup must be made at the time of the reservation or at least two weeks prior to the scheduled event.  Requests for use of building on days other than date of lease (i.e. decoration, set-up, etc.) is based on availability and may be approved by the Facilities Team at a rate of $15.00 per hour, with a minimum of one hour (1).  This charge is for use by Lessee of anyone representing or servicing the Lessee in any capacity.

4.
The Lessee shall be responsible for any costs or personnel needed for the operation and security within the facility and its premises as deemed necessary by the Facilities Team.


1.
Smoking is prohibited in the facility, alcohol is prohibited on premises, including parking lot. There are designated areas for smoking, look for the signs indicating same.

2.
No property of NCC is to be removed from premises for any reason without permission of the appropriate ministry.

3.
NO open flames (including candles) may be used, except on cakes or candelabra unless authorized by the Facilities Team.  In order to use any other candles, a permit must be received from the Wake County Fire Marshall.  All decorations must be flameproof.  No decoration shall be attached directly to the walls, ceilings or light fixtures.  No nails, staples, thumbtacks or similar items may be used with decorations or training materials.  NO tape, except painters tape shall be used on walls.  NOTE: No ceremony or equipment, etc. may use or dispense any SMOKE, real or synthetic.  (SMOKE automatically shuts down all heating and cooling units.  Therefore, it is prohibited by State, County and City of Raleigh Fire Codes.)

4.
A Lessee shall not sublease or assign the contract or any portion thereof without the permission of the NCCs Facilities Team.  Any purported sublease or assignment made without such written permission shall be invalid.

5.
For security reasons all windows in any part of the building will remain closed and locked.

6.
Any group or individual from the community is to make their request for use to the Facilities Team for review.  The Team will refer any questions about the appropriateness of a request to the Spiritual Leadership Commission, if necessary.

	APPROVAL


SIGNATURE





DATE

_________________________________________

Facilities Team Member

__________________________________________

Lessee/User
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